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FOREWORD 



One 'jvay a ccrrmunity college serves the connunity is throxigh its 
oxipenitive vocational education programs by providing offerings 
whLch are directly relevant to coimunity requirements and by 
supplying personnel needed by enployers in the area served by the 
college. Not only does the college serve the connunity through 
such programs, but enployers of the ccninunity also serve the 
college. 

A coc^)erative approach broadens the scope of learning 
ejqjeriences for students by involving qualified persons who 
participate not only in the enployment and supervision, but 
al90^ in the finest sense, the teaching of students. 

The ireiterial in this publication, A Guide for Coordinators 
of Cooperative Vocational Education Programs , should be helpfia 
to coordinators who have ressponsibility for such programs. 




Shtro Amioka, Chancellor for 
Ccranunity Colleges 
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PURPOSE 



This document was designed to ser\^e as a guide for coordinators 
of cooperative vocational education programs in the University of 
Hawaii Coranunity Colleges- 

Some of the material in this guide are new and original, »rtiile 
other parts of it were adapted from materials produced in other 
states for cooperative vocational education. 

Hopefully, this guide will further strengthen cooperative 
vocati(»al education in the University of Hawaii Cciiinunity Cblleges 
and serve as a foundation for articulation of cooperative programs 
among educational institutions in the State of Hawaii. 
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CHAPTER I 



OOCPERATKE VOCATIONAL EDUCATION 

Purpose 

Cooperative vocational education programs are designed as a capstone 
experience for a curriculum in which students are preparing themselves 
for initial enployment and advancement in their chosen occupation. Such 
programs combine related instruction with a series of on-the-job e:?q>eriences. 
However, these two e3q)eriences must be planned and supervised by the college 
and the enployer to insure that each phase contributes to the students ' 
education and to their enployability. ' 

Cooperative vocational education programs are generally open to all 
students interested in vdcational on-the-job ejq)eriences. However, federal 
regulations require that cooperative vocational education students must be 
enrolled in one or more vocational courses directly related to the students' 
on-the-job experiences. 

Training periods and college attendance may be on alternate semesters, 
half -days, full days, weeks, or other periods of time in fulfilling the 
requirements of a cooperative vocational education prc^ram. 

Definition 

PuDlic Law 90-576, Section 175, Vocational Education Amendments of 1968 
defines cooperative vocational education as: 

...a program of vocational education for persons who^ through a 
cooperative arrangement betioeen the school and employers^ receive 
instruction^ including required academic courses and related 
vocational instructions by alternation of study in school with a 
job in any occupational fields but these two experiences must be 
planned and supervised by the school and employers so thai each 
contributes to the student ^s education and to his employability , . . 

Cooperative vocational education is further defined in the Federal 
Register, Volume 39, Nuriber 143, Vocational Education, Section 102.96, 
as a program: 

...to prefiare young people for employment^ through (a) providing 
meaningful work experiences combined with formal education enabling 
students to acquire knowledge^ skills and appropriate attitudes^ 
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(b) removing the avtificial barriers which separate tdork and 
education^ and (o) involving educators with employers^ creating 
interaction whereby the needs and problems of both ore rmde 
known^ thereby making it possible for occupational curricula to 
be revised to re flea t current needs in various occupations. . . 

Criteria 

Meaningful cooperative vocational education results only when it 
encxxrpasses a sj^stemtic plan whereby students, while still in college, 
gain realistic employment through part -time work performed under the 
following conditions: 

1. The college adopts a specific plan of operation based on 
written outline that shows the respective roles of the 
college, the student, and the ennployer. 

2. The college assigns qualified personnel to direct the 
program and to coordinate student jobs with college 
learnings. 

3. The college makes certain that work done by students is 
of a useful, worthwdiile nature, and that federal, state, 
and local laws and regulations are followed. 

4. Hie college insures that the on-the-job learning 
experiences are consistent with the students' occiQ)ational 
objectives. 

5. The college, with the help of the enployer, evaluates work 
done by students , and awards credit for work successfully 
acccnplished. 



Advantages of Cboperative Vocational Education 

The program is of value to students, the college, the employer, and 
the C'lniminity. It serves the occupational needs of the coranunity 
and introduces students to the realities of various enployment situations. 
Below are scrae of the advantages of the program: 

Advantages to Students 

1. Furnishes an opportunity to develop and refine occupational 
coitpetencies necessary to secure oqployment and advance in 
a chosen occupation. 

2. Enables classroom learning experiences to beccroe more relevant. 
Enployment experiences serve as motivating factors by giving 
meaning and purpose to the theoretical and practice assignments 
presented as part of the related classroom instruction. 
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3. Provides an opportunity to broaden understanding and 
appx'eciation of the world of work. 

4. Helps assess aptitudes and interest in order to determine 
future educational and occupational needs. 

5. Offers an opportunity to acquire specialized occupational 
conpetencies for an area in which training may not cun^ently 
be available. 

6. Develops vwDrk habits and attitudes necessary for individual 
maturity and job conpetencies. 

7. Provides financial rewards while learning aiployment skills 
and understanding. 

Advantages to the College 

1. Allows utilization of cciiinunity resources to expand the 
curriculum and provide more individual:' ^ed instruction. 

2. Enriches the curriculum by providing occxjtpational e:<perience£'. 
needed in the effective preparation for specific occipational goals. 

3. Gives a means of evaluating the efficiency and effectiveness 
of the vocational curriculum. 

4. Increases retention rate of the college by helping students 

clarify career goals and providing a practical means of reaching them. 

5. Provides an opportunity for college personnel to keep informed of 
conrtantly changing procedures and practices. 

6. Increases the availability of learning facilities without major 
expenditures for shop and laboratory equipment. 

Advantages to the Bnployer 

1. Reduces training costs by facilitating student transition from 
college life to the world of vork. 

2. Enables participation in the vocational education prc^rams of the 
collie. 

3. Provides a source of potential employees with on-the-job experiences 
consistent with current practices. 

4. Provides an opportunity to render an important public service. 
Advantages to the Comnunity 

1 . Provides an effective means of pr^aring students for productive 
citizenship in the coinnunity. 

' ' , 2. Provides a means for developing good coninunity-<50llege relations by 
' ' . _ utilizing hunan and physical resources in the comnunity. 

3. Displays local employment opportunities to students. 

ERJC /,?;-;;;-,v;9;;:= ' 
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ROLE OF THE 00ORDINATC» 

Ctoordination is the major responsibility of the coordinator in the 
operation of a cxioperative vocational education program. Cooperative 
vocational education can succeed only when students' accivities, both 
in college and at work, are coordinated to assure maximum learning. 

In any description of the activities involved in the coordination of 
cooperative vocational education program, confusion often results from the 
interchangeable uses of the teiros ''coordination*' and "si^jervision." Hie 
word "sipervision" may app'^y to the general supervision and administration 
of all activities of the program, including both the academic and the work 
activities of all students enrolled in such a program. It may also apply, 
however, to the type of stqpervision that is involved in the on-the-job 
training. To eliminate confusion, the term "coordinator" is used to 
designate the instructor who has the overall responsibility for the 
achtinistration and coordination of the cooperative vocational program and 
to v*Kin the students in such a program is at all times responsible. 

The coordinator of the cooperative vocational program has a wide 
variety of duties such as: (1) selecting training stations and placing 
students, (2) pr^aring training agreements and training plans, (3) conductii^ 
coordination visits, (4) providing related instruction and evaluating students, 
(5) working with advisory coranittees, (6) establishing and maintaintig good 
public relations, and (7) conducting program evaluations. Specific information 
on these duties is found in the following sections. " 



10 



-5- 



UBCiAL RESPONSIBILITIES 

Ccoperative vcx^ational education programs must be operated in corapliaaice 
with federal, state, and local laws and regulations. Both the letter and the 
spirit of existing laws and regulations must be followed. Coordinators or 
other individuals responsible for the operation of cooperative vocational 
education programs must understand thoroughly all laws and regulations that 
pertain to cooperative vocational education and to the etiployment of students. 

Coordinators should know the source of infoimation on legal matters and 
should maintain a conplete fi?c? oi publications that include these laws and 
their interpretations. 

In addition to possessing conplete and current information on legal 
matters, t:he cooixiii lator should assunrie the responsibility of passing along 
such infoiTOition to enployers. Thus, the coordinator makes certain that 
employers have the infoiroation needed for uiiderstanding their 1^1 obligations 
toward their enployees. 

Federal and state laws peitinent to cooperative vocational education are 
conplex in nature. They govern age requirements, work permits and peimits to 
enploy, minimum wage laws, regulations governing hours of wDrk, working 
conditions, and social security. Listed in Append Is a brief sunnary 
of the laws, rules and regulations governing empL. -^uv. The Department of 
Labor and Industrial Relations of the State of Hawaii publishes a nintoer of 
docunents which further e3q)lain the laws and regulations. Copies of these 
documents may be obtained by contacting the nearest regional office of the 
DQjartment of Labor and Industrial Relations of the State of Hawaii. 

Coordinators shDuld maintain contact with regiom.1 respresentatives of 
the Departinent of Labor and Industrial Relations. A list of r^ional offices 
is found in Appendix B. 
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SELECTION OF TRAINING STATIONS 



The most iinportant factor to consider in choosixig a training station 
is the developmental oqperiences afforded the students. A good training 
station provides students with supervision and opportunities to ti*anslate 
related instruction into practical use. 

The approval and selection of a training station should be by mutual 
understanding and agreement among the enployer, the coordinator, and 
students. 



A. A Guide for Selecting Training Stations 

If the specified purposes of a cooperative vocational education 
program are to be accomplished successfully, and students are to 
obtain the raaximtra braefits from the program, training stations 
must conform to the following standards: 

1. Federal requirements 

The Federal Register, Volune 39, Nutriber 143, Vocational 
Education, Section 102.98 identifies the following on- 
the-job training standards: 

The program provides on-the-job training that (1) is 
related to existing career opportunities susceptible - 
of promotion and advancement (2) does not displace 
other workers who perform and iDork^ (S) employs and 
compensates students in conformity with Federal^ 
State ^ and local laws and regulations and in a manner 
not resulting in exploitation of the student for 
private gains. . . 

2. Training station standards 

a. The enployer knows the intent and purpose of the 
cooperative vocational education program. 

b. The training station offers a reasonable probability 
of continuous enployrcent for students during the 
training period for vAilch they are enrolled. 

c. The employer has adequate and i5>-to-date equipment, 
materials, and other facilities to provide appro- 
priate learning ejq)eriences. 
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d. Overall desirable working conditions i revalJ which 
will not endanger the health, safety, welfare, or 
morals of the students. 

e. Hie enployer provides adequate supervision to insure 
a planned program of Job activities in order, that 
students may receive maxinun educational benefits. 
(The training siqpervisar must be one who will work 
closely with the student at all times. Selection of 
the individual or individuals who will conduct the 
actual on-the-job training and siqpervise students at 
work Is critical to the quality of the learning 
experience. ) 

Other considerations 

The following factors may also be considered by coordinators 
when training stations are selected: 

a. Will the Job provide training in all appropriate {biases 
of the occupation rather than in routine activities only? 

b. Are the tasks to be performed on-the-job within the 
range of the student's ability but at the same time 
difficult enou^ to provide a challenge? 

c. Will the Job provide a sufficient niirber of hours of 
profitable training? 

d. Do the Job e?q)eriences contribute to students* career 
objectives? (The overall objective of cooperative 
education is to prepare students for full-time gainful 
enployment in chosen occupations. Therefore » the 
occt4)ational e?q)erlences must be directly related 

to students' career objectives.) 

e. Does the enployer pay at least mlnlmun wages? 

f . What is the reputation of the enploycn* within the 
connunity? 

g. Does the training station do a reasonable volune of 
business? 

b. Does the training station evidence reasonable anployer- 
emplbyee stability? 

1. Does the training station offer opportunities for 
advancement? 

J. Do local union regulations and practices affect 
cooperative vocational education students? 

k. Is the training station a reasonable distance from the 
students' homes or colleges? 

13 



Locating Training Stations 

There are various ways of securing training stations in and 
around the coonunity. Scoe of the ways or methcxto are given below: 

1 . The coordinator nay develop a list of proeqpectlve 
enployers from the following sources: 

a. Local comnunlty directory 

b. Telephone yellow pages 

c. Chanter of Oconerce 

d. nunlnesa Qrganl2atl(ns 

e. Industrial organizations 

f . Social business organizations 

g. OGonunlty survey 

h. College Jc>b placement officer 

2. Etaployers may notify the coordinator or the college about 
being Interested In having students work in their business. 

3. Students may secure their own J<)bs upon the approval of 
the coordinator and the enployer. 

4. Advisory ccnmlttee matters may notify the coordinator of 
firms Interested or good locations for a training 
station. 

5. State cnployment agency may notify or be of help In 
suggesting places to contact for a training station. 
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PLACBCNr OF gruDEjns 



Among the most important factors In the success of a cooperative 
vocational education program is the placanent of students in Jobs 
appropriate to their needs and interests. Proper placement can determine 
whether the student will progress toward a permanent comnfiitment to a 
career. It can also detennine whether the employer will find the cooper- 
ative program meaningful and continue to support it. With the proper 
matching of students and training stations, the purposes of cooperative 
vocational education can be accoiplished successfully. Misplacement of 
students in Jobs for which they are unsuited or which are beyond or below 
their level of ability may nullify many of the educational benefits that 
are obtained from a cooperative vocational education program. 

Most students can profit from cooperative vocational education. 
However, the following identifies some specific groups of students who 
may derive particular benefit frcm the program: 

1. Students who are uncertain of their occupational goals and 
wish to e^qplore several occupations. 

2. Students who are enrolled in vocational programs with the 
intention of terminating their formal education at the end 
of the prescribed course of study. 

3. Students who need eTqperience in their chosen vocations. 

4. Students who wish to verify the appropriateness of their 
occupational choices by actual e>qperiences within their 
chosen vocations. 

5. Students who have a need for financial assistance to remain 
in school or to assist their families. 

6. Students who can profit by extending their learning experiences 
beyond the facilities of the college. 

7. Students who have had no previous experience in paid Jobs. 

8. Students who have made occupational choices for which the 
college is unable to provide training. 

9. Students in special education classes who cannot profit frtfn 
ordinary and routine classroon instruction. 
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The placement of students on jobs requires tMt the coordinator maintains 
strict interpretation of the occupation while making the placement to insure 
that the instruction of students both in college and on-the-job contributes 
directly to their career objectives. 

The coordinator should infonn the potential training station personnel 
ahead of tijme as to the students being sent and their qualifications. 
However, the final selection of students as employees should be made by the 
participating training station personnel, not by the coordinator. Hofwever, 
the coordinator must decide whether more than one student is to be sent for 
an interview with each employer and for each training station available and 
which student or students are to be sent. Each case will require a separate 
decision . 



A. Possible Methods of Placement 

1 . Send at least two (three, if possible) students for each 
training station position. The decision then will b3 
between the student and the employer. Both have the 
right to accept or reject. 

2 . Select one student and others successively if the first 
one is not hired. In this case, the coordinator, is almost 
choosing a particular student for a specific training 
station, even though the enployer has the option of not 
selecting the student vAk> comes for the interview. 

3. Allow all interested students to apply to a training 
station. This method allows for the most natural 
corpetitive enployment^.situation and leaves the final 
choice with the employer. However, potential enployers 
may lose interest in the program when expermive time 
is spent on excessive interviews. 

4 , Allow students to find their own jobs. This is the 
weakest method because students' needs and abilities 
are not matched with the training opportunities 
offered by the training station. 

B, S'i^jgestions if Student's Job is Terminated 

The coordinator should make every effort to place students 
only on jobs that will be continuous throughout the semester. 
If for unforeseen reasons, however, the Jobs at which students 
air» enployed should be terminated during the semester, a problem 
may arise. Several solutions to this situation include: 
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1. Find another job for students as soon as possible. 

2. Assign additional related projects, 'either as part of 
the studaits' related instruction or as a special 
assignment. This solution will allow students to 
earn credit • for the course. 

3. Suggest that students formally withdraw from the course. 
It may be possible for students to register for another 
course if the job loss occurs before the close of the 
coll^ registration period. 

No serious problem arises in cases in which students have already 
worked a sufficient number of hours to have earned credit for the coiarse 
or in ^Hbich students already have earned more credits than are needed 
for graduation. 
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TRAINING AGREEMENTS AND TRAINING PLANS 



A. Training Agreements 

The coordinator must make a continuoias effort to maintain a 
training emphasis in cooperative vocational education programs. 
This is partly achieved through the training agreement- The 
training agreement is a written statement of the trainii^ 
ccnmitment \^ich is expected of each of the parties involved — 
the esmployer, the college, and the students. 

Specific reference to the need for a training agreement is 
made in Section 102.98 of the Federal Register . Voliroe 29, 
Number 143, Vocational Education ^rtiich reads: 

^ori" thews' ob training. . ^ia aonduated in accordanae with 
written training agreements between local educational 
agencies and employers. . . 

However, before a training agreement is drawn up, the 

coordinator must Insure that the prospective employer understands 

and is willing to accept the following responsibilities: 

1- Supervise students on-the-job . The Iranediate supervision 
of students' work on-the-job will need to be provided by 
the enployer or by the enployee assigned to serve as 
superirisor of student workers. 

2. Provide necessary training for the job . Ibe employer will 
need to provide students with the necessary training 
required for the job, and the amount and nature of the 
training will need to be varied with each individual 
student and with each job situation. 

3. Provide a variety of job tasks . The employer will need to 
provide students with ppportiai'ities to learn a variety of 
tasks which are related to the occiqpatloq. 

4. Evaluate students' work performance . The enployer and the 
coordinator will need to cooperatively evaluate students' 
work performance on-tthe-job. 

5. Consult with coordinator on all matters concerning students' 
supervision and training . The enployer will need to keep 
the coordinator informed on all matters relating to stiMents' 
supervision and training including conduct on-the-job, and 
progress in learning the job. In addition, the employer will 
need to contact the coordinator iitmediately when major 
problems concerning students arise on-the-J6b. ^ 
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6, Coiply with legal obligations . The employer will need* 
to coiply with all federal, state and county laws and 
r^ulations relating to student workers. 

The training agreement should be prepared as soon as the 
coordinator is assured that the prospective enployer understands 
the purposes and responsibilities of on-the-job training, A 
training agreement may include, among other things, the following: 

1. Statement of prc^am purposes, 

2. Career goals of the student, 

3. Duration of the training period, 

4. Spinning wages and possible conditions for increases 
in wages. 

5. Biployer responsibilities, 

6. College and coordinator responsibilities. 

7. Student responsibilities, 

8. Signature of student, enployer, and coordinator. 

The training agreement should be signed by the enployer, 
student and coordinate}:, and a copy given to each, at the time 
the student is placed on-the-job, (Exarrples of training agreements 
are shown in Appendix C, ) 

T raining plans 

Training plans outline a definite plan of progressive e;q)erience 
and learning activities based on the students' current career 
objectives. They serve as schedules or step-by-step plans for 
training to be used by (1) the enployer, to aid in planning 
on-the-job instruction, (2) the coordinator, to aid in the planning 
of related instruction to correlate with the on-the-job instruction, 
and (3) students to project their career objectives both in college 
and on-the-job. 

Training plans usually provide a way to indicate vAiether 
training is to take place on-the-job, in college, or in both places. 
They may also contain space for periodic evaluation to determine the 
student's progress. (Examples of training plans are found in 
Appendix D. ) 
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Training plans, vjhile primarily the responsiblity of the 
coordinator, should be prepared cooperatively by the enployer, 
the coordinator, and the student. The plan should be rrade out 
after the student has been placed in the training position. 

C. Values of Training Plans 

!• Training plans correlate related learning with on-the- 
job instruction » A major objective of training plans 
is to organize instruction into a step-by-step 
sequence Miiich assists students in achieving their 
occupational goals and provides direction for training 
sponsors. 

2- Training plans establish criteria for training station 
selection . When training plans are made or adapted for 
each student and each training station, on-the-job 
instruction requirements can be analyzed and planned. 
Through this process the student and training station 
can be matched to meet the needs and requirements of 
the enployer as well as the student. 

3- Training plans help the coordinator keep up to date . 
As the coordinator directs the development of the 
training plans, there is a chance to update and review 
one's occupational knowledge concerning the areas of 
training and to keep up with many of the experiences 
vdilch should be included in the student's training 
program. 

4. Training plans serve as a guide for Instruction of the 
student . The training plans give the coordinator a 
guide from vftiich to determine v*at the students can 

do and ^^at their perfonnance should be in order to 
reach their occi^ational goals both in college and 
on the job. 

5. Training plans serve as guides for program evaluation . 
During the college year the coordinator should periodically 
evaluate each student and training station to assure that 
the objectives of the program and the students are being 
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met. The training assigiments and related assignments 
in a training plan can be used for an overall evaliaation 
of a student's program. 

6. Training plans provide and assure employers responsibility 
in planning the training experiences > When enployers help 
develop training plans, they realize their functions in the 
learning process and assume more responsibility for 
inplementing on-the-job activities. 

7. Training plans help anployers to realize that cooperative 
education is a planned training program ^ When training plans 
are cooperatively written, enployers have an input and 
hopefully, realize that cooperative vocational education 

is an organized program leading to students' occupational 
goals and adjusted to the enployers' patterns and skill 
requironents. 

8. Training plans help identify the goals of students . 

A training plan should reflect the goals of the student 
and should be written for each individual student. When 
training plans rxe being prepared, students should have a 
chance to express desires and interests as they relate to 
training, training stations, and career objectives. 

9. Training plans j>rovide a tool for students to evaluate 
progress . Students can corrpare their progress with the 
e^qperiences outlined in the training plans in order to 
see how well they are progressing toward the successful 
fulfillment of their original occupational goals. 
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gPORDlNATION VISITS 

Coordination visits to students' places of employment are essential 
to the succes? of the cooperative vocational education program. Coordination 
visits must bo meaningful, planned, and for a definite purpose(s). 

A. Purpose 

The general purpose of coordination visits is to evaluate 
students by observing than on-the-job, and to confer with 
employers and imnediate supervisors to detexmine students* 
progress. Specific purposes of each of these activities 
are for: 

1. Observation of students 

a. Observe what the students' current jobs are, 

b. E?q)lore the possiblities of additional training 
on the particular phase of the job students are 
doing. 

c. Obtain infoiroation for related instruction. 

d. Assess the possible need for rotation of students 
on-the-job, 

2. Discussion with enployer 

a. Check on the progress of students and follow up 
on the findings. 

b. See bow the training plans are being utilized and 
how they should be modified or expanded to meet 
student and employer needs. 

c. Facilitate relating classroon instruction to job 
training. 

d. Strengthen the coordinator's relationship with ' 
employers. 

3. Discussion with Imnediate supervisors 

a. Determine the progress of students. 

b. Evaluate how well supervisors are supervising 
students * 

c. Offer guidance to sifljervisors on how best to instruct 
the students. 

d. Develop good will between the coordinator and supervisors 



-•17- 



B. Frequoacy of OooixilDation Visits 

The frequency of coordination visits is often dictated by 
the nunber of students enrolled in the program, the nutrber of 
;5tudents placed in various training stations, ths employers ' 
familiarity with the prc^ram, and students' satisfactory progress 
on-the-job. 

C. Conferences Held During Coordination Visits 

The coordinator should hold individual conferences with the 
enployer and the inmediate supervisor to discuss the student's 
progress on-the-job. Occasionally, the coordinator should hold 
joint conferences witv^ the student , employer and inmediate 
supervisor to help bring out prcbleras or misunderstandings \^ich 
may be inpeding the student's training. The joint conference 
also assures the student that the coordinator enployer and 
stpervisor are interested in the student's progress. 

D. Record of Coordination Visits 

The coordinator should maintain a record of each visit 
including the name of each student, the date of the visit, 
observations made, objectives accomplished, and other pertinent 
information that can be used at a later date, for student 
counseling and evaluation purposes. 
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RELATED INSTRUCTICN AND ALTERNATIOE SCHEDULING 

Related instruction in cooperative vocational education programs 
facilitates the development of capabilities students need to enter, 
a^iust, and advance in satisfying careers. If students are to obtain 
educational benefits fron cooperative vocational education their on-the- 
job experiences should be-sapplemented by and correlated with fonnal 
instruction in college on a regularly scheduled basis, or by equivalent 
instruction scheduled at intervals throughout the semester, or by other 
types of related activities. Such related instruction is part of the 
cooperative vocational education program and it usually takes place 
during the senester in which students are enrolled in the program and 
are working on-the-job. 

Classes in which related instruction for cooperative vocational 
education students is offered are. of two general types: (1) classes 
in which students receive instruction concerning the meaning of work 
and discuss problems of general nature related to their enployment; or 
(2) classes that provide students with specific skills related to their 
jobs. Other types of activities closely related to cooperative vocational 
education may si?)pl0r«it on-the-job e?q)erience; these activities include 
written research projects and surveys on subjects such as selling tech- 
niques, public relations, and promotion. 

Related instruction may include a variety of subjects such as, 

employor-erployee relations, techniques of applying for a job, development 

of good work habits, personal appearance and grooming, development of 

responsibilities, occupational information, the value and use of money, 

the value of education, personal business, laws and regalations affecting 

the workers, social security, income tax, banking, insurance, housing, 

comnunity service, and the like. (An example of a course outline is found 
in Appendix E. ) j 

A. Federal requirements 

A careful review should be made of the federal laws governing 

cooperative vocational education, the needs of the students and 

eirp lovers concerned, before the content of related instruction is 

determined. 
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Alteimtives in Scheduling 

Alternatives in scheduling include alternating, parallel, 
extended day, and surmier session • A brief description follows: 

1. Alternating , Traditional cooperative vocational 
education programs have inade use of the alternating 
plan of college/woiic eTcperxence. In this type of a 
program, students usually attend classes for one 
semester and then work full time on a job for one 
semester. The advantages of this system include 
flexibility of job location because the plan allows 
students to go where r^i^slgni ents are, students 

are able to study full time vtiile in their college 
portion of their program, and enployers are often 
able to give students better assignments because 
they are on-the-job full time. 

2. Parallel . The parallel college/work pattern allows 
students to work in the afternoon and attend classes 
in the morning or vice versa. Another variation 
allows students to attend classes on certain days 

of the week and to work on the remaining days of the week. 
This schedule allows students to enroll in regularly 
scheduled courses, the coordinator has more opportunities 
to interact with students, and students do not have to 
rotate between job and college each semester. 

3. Extaided Day . Students holding '^full-time'* jobs find 
this plan very helpful since they are enployed on a 
full-time basis during the day and may continue with 
their education by attending classes during the evening. 
This plan has many of the same advantages of both the 
alternating and parallel plans. 

4. Suimer Session . The surrmer session may incorporate the 
alternating, parallel, and extended day plans. 
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STODEWT EVALUATIONS 

Oriti of the coordinator's major responsibilities is the evaluation 
of students' progress both on-the-job and in related instruction. Student 
evaliiations provide the coordinator with the opportunity to observe facets 
of students' performance that should be corrected or Inproved. 

Evaluations should be made on a r^ular, systematic basis in cooperation 
with the students' employers. The coordinator may find that enployers will 
make a more thorough evaluation of students' work if rating sheets are 
provided. The rating sheet not only indicates to the enployer the points 
that should be evaluated, but also makes it possible for the mployer to 
take more time to make the evaluation. It is the ocx^rdinator's responsibility 
to explain the use of the rating sheet, and to explain that students' skills 
should be rated in relation to those of other students and not those of 
more experienced workers. The students' performance should be rated by 
persons sipervising students on-the-job. Exanples of rating; sheets are 
found with other evaluation forms in i^ppendix F. 

Those evaluating students' performapce in a coppeorative vocational 
education program should obtain infomation concerning the following: 

1 . D^endability 

' 2 . Cooperation 

3. Perscaial appearance 

4 . Judganent 

5. Self-confidence 

6. Initiative 

7. Speed 

8 . AcQuracy 

9. Ability to learn 

10. Ability to get along with others 
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ADVISORY OCMCTnES 



The very nature of cooperative vocational education would suggest • 
the ifflportance of maintaining a mar.han<«n for continuous dialogue between 
the college and the enployers. An advisory ocmnittee is one nay to 
channel business, labor, and industrial eaqpertise into the educatic»al 
process. Although the CGmnittee has no adninistrative oor policy-fonning 
powers, it does serve as an effective tool for inpravenepts in the 
educational process. 

Advantages of having an advisory OGnmittee include: 

1. Provide a link between the college and the camunity. 

2. Provide the college with the opportunity to esq)lain the 
objectives of the program. 

3. Provide an opportunity to study the real training needs 
of the oonramity. 

4. Assist in keepii« cocperative vocational education programs 
up to date. 

5. Provide eoqperience and eKpertiae in liiose areas vital to 
vocational p r og nms preparing students for the msrld at 

WDXk. 

t 

6. Create mutual reepect and oonfidence between coordinators 
and OGDnunity leaders. 

7. Pxovide assistance inr locating instructicxial materials. 

8. Provide assistance in the selection and location of training 
stations. i 

9. Adv^ise coordinators in curriculum develcpnent and lnppoveroent. 
10. Provide one source of input for program evaluation and review. 

The coordinator may want to recognize the advisory ccnnittee's 
contributions to the program by aaarding each member a X2ertif icate of 
Appreciation." (An exanple >B found in Appendix G. ) 

4 
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PUBLIC RELATIONS 



Good public relations in cooperative vocational education is nt>re 
than ac<iuiring the good will of the public toward the program. The 
purposes, objectives, policies, procedures, and other infonaation about 
coq^erativ^ vocational education should be ccranunicated to a variety of 
specific audiences throu^ various media. 

A program of planned publicity and public information is essential 
to establishing and maintaining a cooperative vocational education program- 
In order to be effective, the publicity and information must take into 
account the ccmcems of the audiences to be reached, the media, and methods 
which will convey the message to them. 

^>ecific audiences may be reached by using a variety of media such as: 



1. Local and college nenspaper articles on student activities, 
program infonnatiCMi, and success stories of students. 
(Coordinators needing assistance for press relea^ or public 
relations may contact: The Ptdblic Relations Associate for 
Oonininity Oollqges, HasndLi Hall, Room IMiversity of 
Hawaii, 2500 Caiqpus Road, Honolulu, Hawaii 96822.) 

2. Flyers, brochures, and letters directed to parents, studeits, 
eiployers, and other menbers of the CGosninity. 

3. Stixiait presentations before student groiqps, service clubs, 
faculty meetings, and enoployer and enployee groins. 

4. Ckx>rdinator presentaticnss before similar groups. 

5. Career clinics for students ccnxlucted by cooperative 
vocational students and participating employers. 

6. Ehployer visits to the college and faculty field trips to 
business and Industry locations. 

7. Displaj^ and e3dilbits of students' work and activities, in 

the college and in the camxinity, and at fairs and ccxiventions. 

8. Coordinator's perscxial contacts with individuals who have 
interests and concerns related to the program. 

9. Radio and television appearances by cooperative vocational 
education students, employers, and coordinators. 
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Syaposiuns, seminars, and short training sessions for people 
in business, labor, and industry, conducted by the coordinator. 

One of the most effective public relations functions for any 
cooperative vocational education program is an appreciation 
luncheon, luau, or coffee hour for employers and advisory 
coninittees. "A Certificate of /^reciation" may be awarded 
at this time to those ¥*io gave their time and effort to the 
cooperative vocatiooal education program. (An exanople of a 
"Certificate of iJppreciation" is found in i^ppendlx G.) 



• 



29 



CHAPTER III 
PROGRAM EVALUATION 



PX'aluatlon is the prerequisite to the lnprovement of cooperative 
vocational education programs. Hie evaluation process involves clarifying 
program objectives to describe specific outcomes, developing and using a ' 
variety of techniques for securing data, selecting appropriate ways of 
sumnarizing and interpreting data, and utilizing information to improve 
the program. Only through continuous sytenatic evaluation can the 
effecti^'oness of programs be determined and sound changes be mde. 

A. Scope and Involvemoit 

A conprehensive program of evaluation to determine the 
effectiveness of a cooperative vocational education program 
should include the conparison of student enployment performances 
with program objectives, including the performance of currently 
enrolled students and those who have graduated, the checking of . 
the cooperative vocational education program's instructional 
conponents (related instruction, on-the-job training, and student 
activities) to determine their effectiveness in assisting 
students to attain their occupational goals, and the" assessment 
of the coordinator's ability to conduct coordination activities 
that ensures program success. 

B. Methods of Bteasurement 

The methods of measurement selected by the coordinator must 
provide the type of data needed to assess the attaiixnent of 
all stated program objectives. Most coordinators will use several 
techniques. The most comjonly used techniques are self -appraisal 
scales and follow-up studies. 
1. Self-appraisal scales 

The purpose of the self-appraisal scale is to enable 
coordinators to assess their programs in light of 
optimum conditions and practices with a view toward 
striving to achieve or approximate the optimum 
cooperative vocational education program. The 
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f ollowing are broad guidelines to aid the coordinator : 



a. Evaluation of the program should be made in teims 
of the college philosc^hy and program objectives. 

b. Evaluation of a cooperative vocational education 
program should be sufficiently coiprehensive to 
measure all aspects of the program. 

c. Program evaluation should be a group endeavor. 

d. A variety of measurement techniques should be used to 
secure needed data. 

e. Self-appraisal should be part of the evaluation program. 

f . Evaluation findings and recannendations should be 
disseaiinated to all interested persons. 

g. Evaluation data should serve as a basis for planning 
Imnediate changes and developing long-ztuige plans. 

Ibllow-ig) studies 

Perhaps no one pejrson is in a better position to furnish 
evaluative data than foimer students ^fitio have had to 
apply their learning experiences under full-time employment 
conditions. Some of the infoimation a follow-up study 
can reveal includes: ^ 

a. The nxmber of former sttadents \*o became employed 
in jobs for vMch they were trained or in closely 
related jobs. 

b. The d^ree of difficulty or ease of obtaining 
ai^loyment. 

c. The names of employers v*k) might be contacted to 
serve as sources of possible training stations. 

d. Working conditions ^countered. 

e. Competencies required on-the-job for which instruction 
had not been given in collie. 

f . Other sfpecific training and education shown to be 
needed by future enployees. 
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While the students are enrolled in the program, the 
coordinator should inform students of follow-up surveys in 
which they will be asked to participate after they leave 
collie. Students should be made aware of the purposes of 
follow-up studies and the service they can provide by keeping 
the college informed of their current addresses and by quickly 
answering and returning questionnaires. Students should become 
accustomed to answering and returning questionnaires. 

Follow-up questionnaires should be kept as brief as 
possible. The coordinator should avoid unnecessary items 
and written replies. When written replies must be requested, 
adequate space should be provided for answers- (An exairple of a 
follow-up questionnaire is found in Appendix H. ) 

A cover letter signed by the coordinator and/or the 
provost should acconpany the questionnaire to the foiroer 
student. The letter should be brief, indicating the purpose 
of the follov/-up study, the use to be made of the data, and 
the importance of hearing from each individual. (An example of a 
cover letter is found in i^pendix H. ) 

3, Other techniques 

The coordinator should not overlook the use of personal 
interviews to obtain subjective data, for they reveal bow 
students, employers, and others feel about 
the program. How these groups feel about the program is 
important to the coordinator because without their stpport 
and cooperation, the program will suffer. 
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OJOSSABY 



ADVISORY CXMinTEIE 
OOQRDINATION 

COOPERATIVE VOCATIOJAL 
nnCATICN 

JCB ANALYSIS 

OCX:UPATI0NAL dUSIER 
CX3C0PATICNAL QBJBCTIVE 

ON-THE-JOB TOAINDG 

SmDeTT-IRAINEE 

mAINING AGREEMENT 

TRAINING PLAN 

DRAINING STATION 



A groi^ of persons, usually outside the field of 
education, selected because of their knowledge 
asd expertise in certain areas to advise educators 
regarding vocational programs. 

Involves pranotion, placement, observation, 
conferences, and evaluation. It includes holding 
conferences to determine student training needs, 
assisting with the development of training plans, 
preparing instructional materials related to 
occiq>atlonal e^qperience. This is done by a 
coordinator enployed by a college. 

A plan of vocational education whereby a meaningful 
WDrk e?q)erience is ccnbined with related instruction 
enabling students to acquire knowledge, skills and 
appropriate attitudes. 

A listing in the performance squence of the steps 
or processes of a job or tasik tc^ther with safety 
measures, technical information, and procedure 
concerned with its acccnplisfaments. It usually 
includes tools, machines, and materials used in 
ccnpleting the job or task. 

Job family groiqis of enployment in a similar 
occiqpational field. 

A specific recognized occtpational goal, selected 
by the student, the attaicment of ^irtiich is the 
purpose of vocational instruction. 

The planned learning e2q)eri^ces that are 
encountered by cooperative students on a part-time 
basis. 

A student wbo is enrolled in a cooperative vocational 
education program urtiile actively engaging in the 
training station eTqperience. 

An agreement developed cooperatively by the student, 
coordinator, and ofloyer indicating the resfponsi- 
bilities of each individual. 

A plan developed cooperatively by the coordinator, 
eoplpyer, and student, indicating ^t is to be 
learned tor the student and ixAietber it is to be 
tauc^t in the classroom or on*.the-job. 

Tbe establisfament ''providing on^-the-job learning 
e>gperieQces for the student. 
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Federal Labor Laws 

The Fair Labor Standards Act provides minimum wage and overtime 
standards, requires equal pay for equal work regardless of sex, 
and contains certain child labor standards. 

The Federal "Wage and Hour Law'' applies to workers engaged in 
interstate or foreign commerce or in the production of goods 
for such commerce, and to employees in certain enterprises so 
engaged. A large pprtion of the students of CVE are in occupations 
covered by the Act. An employer is expected to know if the Federal 
Wage and Hour Law applies to his employees, however, the instructor/ 
coordinator, even though he is not legally responsible, should know 
ivhich occupations and types of enterprises are covered by the law 
and make certain the law is not violated in the employment of 
students. 

ffages . The minimum wage rate for employment is covered by the 
Fair Labor Standards Act. The law requires not less than time 
ind one-half for all hours worked in excess of 40 per week, except 
in the case of agricultural workers. Students, unless exempt, are 
subject to the minimum wage and equal pay provision. 

Special Minimum Wages . Most employers pay cooperative vocational 
education students not less than statutory minimum for their on- 
the-job training and have not found it necessary to apply for the 
special student-learner minimum wage rates. When exceptions are 
requested, usimlly they are not approved because 
^ ■ 'ti'i' 

1. The occupation does not require a sufficient degree 
of skill to necessitate a substantial training 
period. 

2. Another worker is displaced. 

3. Wage rates or working standards of experienced 
workers woulcPbe depressed. 

4. The occupational needs of the community or 
industry do not warrant the training of students 
at less than the statutory minimum. 

5. There are serious outstanding violations of the 
Fair Labor Standards Act. 

6. The number of students at certificate rates is 
more than a small proportion of the establishment's 
working force. 



)jge. The following minimum ages are applicable to the employment 
>f young people, unless special permission has been obtained to 
operate a pilot program. 
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le years is generally the minimum age for employment 
in any occupation other than those nonagricul tural 
occupations declared hazardous by the Secretary ot 
Labor . 

18 years is the minimum age for employment in 
nonagr icu I turaJ hazardous occupations. 

14 and 15-year old minors may be employed in a 
variety ol no nmanuf acturing and nonhazardous 
occupations outside school hours for limited 
daily auci weekly hours, but not between 7 am or 
after 7 pm (9 pm June 1 through Labor Day). 



Hawai i Labor Laws 

State of Hawaii Wage and Hour Law 
Chapter 387-2 

1. Minimum wages — every employer shall pay to each 

employee employed by him wages at 
the rate of not less than $2.40 
per hour. 

Chapter 874-3 

2. Maximum hours — no employer shall employ any employee 

for a workweek longer than forty hours 
unless the employee receives overtime 
compensation at a rate not less than 
one and one-half times tt}e regular 
rate at which he is employed. 

Huh XVlI-Sec. 2 

3. Application for special student-learner certificates- 

employment of student-learners at wages 
lower than the minimum wage shall be 
requested by the employer to the directdr| 
of Department of Labor and Industrial | 
Relations. Special .minimum wage shall . 
not be les6 than 75 percent of the ^ 
minimum wage under the Wage and Hour 
Law 'of Hawai i . 

SUHe of Hawaii Employment Practices La w - Civil Rights Law ^ 
Chapter 378-2 

Part I. Discriminatory Practices — It shall be unlawful 

employment practice to discriminate 
against any individual because of race, 
sex, religion, color, ancestry, arrest 
and court record, physical handicap and 
marital status which does not have a 
substantial relationship to the funotionSv 
and responsibilities of the continued 
employment . ;^ 
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State of Hawaii Paym ent of Wages and Other Compensation Law - 
Chapter 388-2 

Every employer shall pay all wages due bis employees at 

least twice during each calendar month, 
on regular paydays designated in 
advance by the employer. 

Chapter 388-6 

No employer may deduct or retain any part or portion ol 

any compensation earned by any employee 
except where required by federal or 
state statute or by court process or 
when such deductions are authorized in 
writing by the employee. 

Regulation XXXVIII, Sec. 5 

Notification: Every empl oyer ' shaJ 1 . at the time of each 

payment of wages, furnish each employee 
an itemized statement in writing, 
showing: The name of the employer 
The name of the employee 
The inclusive dates of the 
period for which the 
employee is paid 
Total gross compen.satif>n 
The amount and purpose of 

each deduction, except that 
all deductions made on 
written orders of the 
— emplo^tee-nia.y_ be aggregat ed- 
and shown as one item 
Total net pay; and 
Date of payment. 

Frotr the U.S. Department of Labor, Wage and Hour Division: 

.a- ^,^.^.^?"^f^°^ Provisions of the Fair Lab . Standards Act 

(Child-Labor Bulletin No. 101). Bulleti n providing 

information pertinent to employing minors on jobs 
considered as being interstate commerce. 

Employment of Stude nt-Learners (Regulations Part 520) 
Pursuy to Section 14 of t he Fair Labor Standards Ac t 
of 1938, as Amended^ Bulletin providing information' 
relative to student-learner classification whereby 
through a written deviation, a student-learner engaged 
in interstate commerce may be paid less than the legal 
minimum rate. ^ 

^- General Coverage of t he Way and Hours Provis ions-Fair 
Labor Standards Ac t, as Amended : Bulletin interoretlne- 
general provisions oJ the Fair Labor Standards A??^ 
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d. A Guide for Application Forms and Interviews Under 
the Employment Practices Law, Chapter 378, Hawaii 
Revised Statutes . Guide to assist all concerned in 
understanding and applying the law regarding what 

may or may not be asked in an interview or application 
form. 

e . In formation on the Payment of Wages and Other Compi>n- 
sation Law (Chapter 388, Hawaii Revised Statutes). 

A handy reference guide to the payment of wages and 
other compesnat ion law , 

f . Handy Reference-Reference Guide to the Fair Labor 
Standards Act (Federal Wage-Hour Law) . Information 
guide to Wage and Hours Law, 



G. State of Hawaii Employment Practices Law: Part I . 

Discriminatory Practices , Part II . Unlawful Suspension 
and Discharge and Related Regulations, 

h. State of Hawaii Payment of Wages and Other Compensation 
Law and Related Regulations, A reference manual complete 
with definitions, 

i. State of Hawaii Wages and Hour Law and Related Rules and 
Regulations , Rule XKII deals specifically with the 
employment of student learners, 

j . State of Hawaii Wages and Hours of Employees on Public 

Works and Rule XVIII. A reference manual. 
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RBGIONAL OFFICES OP THE SEATE OF HAWAII 
DEPARIMENr OF LABC« AND INDUSTRIAL RELATICWS 



Administrator, Enforcement Division 
Department of Labor and Industrial Relations 
888 Mililani Street , Roan 401 
Honolulu, Hawaii 96813 



Labor Law Specialist 

Department of Labor and Industrial Relations 
State Building 
75 Aupuni Street 
Hilo, Hawaii 96720 



labor Law Specialist 

Department of labor and Industrial Relations 

State Building 

54 Sou^ Hig^ Street 

Wailuku, Maui, Hawaii 96793 



Labor law Specialist 

Department of Labor and Industrial Relations 

State Building 

3060 Eiwa Street 

Lihue, Kauai, Hawaii 96766 
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TRAININS AGREEMENT 
Ctooperative Vocational Education Program 

y this agreement the • will permit 

(Training agency) 



to enter its establishment 

(Student^ 



pr the purpose of securing training and knowledge in 



(Occupation) 

11 persons concerned jointly agree to the following conditions: 

1. The training will extend from to . 

five days per week. 

2. The student and the training agency will have a probation period of 

weeks. At the end of this period the trainee, training agency, or 
coordinator may terminate this agreement. 

3. Hie student will divide his time: in college, hours; laboratory 

period, hours. 

4. The student will be supervised by: in college, ; 

laboratory period, . 

5. The minimum wage must be paid. 

6. The collie will make provision for the student to receive related and 
technical instruction in the above occupation. 

7. The training during the laboratory period shall be progressive. It shall 
provide for the student passing frcm one Job to another In order that the 
student may become proficient in different phases of the occupation. 

8. All conplaints shall be made to and adjusted by the coordinator. 

9. The coordinator shall have the authority to transfer or withdraw the student 
at any time. 

10. The student may work after 4:00 p.m. and/or on Saturdays as he/she arranges 
with the training agency. 

11. The student promises to abide by all luiplied and stated terms included in 
this memox'andiin. The student shall be bound during the laboratory period 
by the ordinary college regulations. 



(Bfnployer's signature) (Student's signature) 



(Coordinator's signature) 
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COOPERATIVE VOCATIONAL EDUCATION 
VOC-TECH EDUCATION 
LEEWARD COMMUNITY COLLEGE 

COOPERATIVE VOCATIONAL EDUCATION TRAINING AGREEMENT 

This training agreement is. to (11 ditMn^ clgarly thg condUions and 
schedule of training whereby student Nawe; 
Is to receive training i n 

and (2) serve as a guide to the cooperating parties: The 



and Leeward Community College, In providing 

the student vnth opportunities to engage in practical work experiences . 
and to receive related instructions. 

The student agrees to perform diligently the work experiences 
assigned by the employer according to the same company policies and 
regulations as apply to regular employees. The student also agrees to 
pursue faithfully the prescribed course of study and to take advantage 
of every opportunity to Improve his efficiency, knowledge, and person*! 
traits so that he may enter his chosen occupation as a desirable employee 
at the termination of the training period. 

In addition to providing practical experiences, the eniploy«r agr^M 
to pay the student for the useful work done while undergoing traininfl 
according to the following plan: 

1, The beginning wage will be $ p er . 

2. A review of the wages paid the student will be made jointly 
and periodically by the employer and coordinator for the 
purpose of determining a fair and equitabMe wage adjustment 
consistent with the student's increased ability and pre- 
vailing economic conditions. 

The training period begins the day of 

19 I and extending through th e day of 

1 9 . • There will be a probationary period of days during which the 

interested parties may determine If the student has made a wise choice of 
an occupation, and if the training should be continued. It may be termi- 
nated for just cause by either purty. 



Approval ?»: 

(STUDENT) (NAMF OF ThpToT CrT 
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(COORDINATOR) (NAME OF COMPANY OR AGfNCY] 
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HAWAII COMMUNITY COLLEGE 
COOPERATIVE TRAINING PLAN AND AGREEMENT - EMPLOYER AND SCHOOL 



nee Date of Birth Age Sex 

Irnfifi Phone ~' S.^ hiiimhor 

iloyer Address Phone 

) Title Wages Hrs. per week 

nee begins on and terminates on 



JOB DESCRIPTION A OBJECTIVES 



le Responsibililiefl of Program PartieipanlB: 

1. Trainee will abide by the regulations and policies of bis employer and 
the school. 

2. The employer assumes the responsibility of providing the trainee with 
the broadest occupational experience In keeping with the Job activities 
listed above. 

3. The coordinator will arrange for In-school related Instruction, consulta- 
tion, and advisory service to parties concerned wlthdila training program. 

4. The employer of the trainee shall conform to all federal, state, local laws 
and regulations, Including nondiscrimination against any applicant or 
employee because of race, color, or national origin. 

SNATURE OF PERSONS. APPROVING THIS LEARNER PROGRAM: 

ident ^ 

ployer Date 

lool Coordinator : £ Date 
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THI« TRAINING PROGRAM SHALL NOT BE INTERRUPTED WITHOUT PRIOR CONSULTATION 
BETWEEN THE TRAINEE, EMPLOYER, AND COORDINATOR. 
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APPENDIX D 
TBAINING PLANS 
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INDIVIDUALIZED TRAINING PLAN 



Copy I 



Naae . Ronnie WIIm 



Flm Doctors J. D. Beale, .Tr. ,nd M Lasslter 
Student's Career Objective Secretar 



, Job Title Medical Secretary (Trainee) 

I 

Training Sponsor Carolyn Kessler 



EXPERIENCES AND TRAINItJC NEEDED 



job Orientation; 
1. Receives explanation of Code 




— o f Ethi c s In medical pro- — 
fession: a. diagnosis 
b. examinations 

2. Receives inforoatlon about 
office systen of: a. filing 
b. billing 



c. bookkee)ing 



3. Receives explanation of vork 
schedule and any specific dire 
tions on code of dress. 

4. Receives infomiatlon for ' 
effective personal relation- 

. ships-Importance of punctua- 
lity, dependability, 
cooperativeness, pleasantness, 
sincerity, and loyalty. 

5. Tours office facilities and 
Beets co-workers. 

6. Exanlnes vork area and 
locates supplies. 



X 



X 



Developed by Ruth S. Blankenship, 
George yasbington High School, 
Danville, Virginia. 



EXPERIENCES AND TRAINING NEEDED 



7. Completes' work permit forms. 

8. Completes payroll deduction 
forms • 

ADDITIONS AS TRAINING REQUIRES 



Typewriting and Transcription ! 

!• Copies schedule of doctors' 
on-call work schedule for 
hospital and answering servlc & 

2. Drafts requests and replies 
for needed medical Information 

3. .Transcribes and types letters 
from e dictaphone. 



4. Selects and types medical 
Information for Medicaid and 
group Insurance forms from 

...... medical records* 

5. Orders office supplies. 

6. Records data on charts. 

7.. Completes Insurance forms to 
g file claims for payment. 



ON 
JOB 



IN 
aASS 



X 



X 
X 



Page Jiot 



ON-JOB EVALUATION 



INDIVIDUAL 
REUTED INSTRUCTION 
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EXPERIENCES. AMD TRAINING NEEDED 


ON 
JOB 


IK 
CLASS 


ON-JOB EVALUATION 


INDIVIDUAL 
RELATED INSTRUCTION 


8. Cleans and maintains type- 
writer—includes changing of 
.c«pon. anQ laDric rioDons* 

ADDITIONS AS TRAINING REQUIRES 




X 

- 


1 


• 












Recordkeenlnffs 

1» Keeps financial records: 

a, daily record of collection 
b« patient *s accounts 
c. cashbook 

2. Administers petty cash fund. 

3t Prepares and sends statements 
to patients. 

4. Writes charge slips to 
accompany patient *8 chart to tl 
doctor • 

5. Posts the charge from this 
axip as IE accompanies chart 

back-to- of flee. — - - 

6. Totals the charge slip and 
extendi the transaction to 
the patient's pemanent 
charge record. 


X 
X 

X 
X 

X 

e 

X 
X 


X 


I 


* 

1 
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Page J. of J. 



fiXPL : 3S AND TRAINING NEEDED 


JOB 


in 

CLASS 


ON-JOB EVALUATION 


TNTlIVTnilAL 

RELATED INSTRUCTION 


7. Reconciles the cash balance 
daily. 


X 








8» Registers Emergency Room and 
hone visitations from slip 
presented by doctor on call 
the previous night or weekend* 


X 








9. Registers charges on patients 


X 


X 






in hospital. 






■ 




10. Retrieves past-due accounts 
from the accounts receivable 
file monthly. 




X 




• 

• 


11. Sends past-due notices. 


X 








12. Copies statements of account. 


X 


X 






13. Folds and inserts statements 
in envelopes. 


X 






• 


14. Dispenses charge cards to 
collector on accounts which 
are determined uncollectible. 




X 






15. Computes payroll deductions. 




X 






16. Writes payroll phecks. 




X 






17* Reconciles bank statements. 




X 


f 




^ ADDITIONS AS TRAINING REQUIRES 


• 
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tEWCES AND TRAINING NEEDED 



ON 
JOB 



N 

aAss 



ON^OB EVALUATION 



INDIVIDUAL 
RELATED INSTRUCTION 



lives explanation of struc- 
i and use of files. 

tins names of patient's 
ker to locate previous 
>ri on file. 

ieves charts fron files 
patients with appointments 
18 registration is accepted 

ments a new chart for 
patients. 

ss charts at intervals 
ng the day and finishes 
ng of charts by the end 
he day, 

sters the date of 
esslonal service on the 
ent's chart. 

rds information In patient 
s: 

diagnosis 

x^ray reports 

lab reports 

operative reports 

medication/prescriptions 

history 



m 
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ON 
JOB 


IN 

aAss 


• ON-JOB EVALUATION 


INDIVIDUAL 
REUTED INSTRUCTION 


15 AS TRAIN IKG REQUIRES 










sC Duties: 

patients and visitors » 
les appointments, 
appointment book up to 

S AS TRAINING REQUIRES 


X 
X 
X 


• 


- 


* 

_ . r 


Duties: 

s tel&phone* 

calls for immediate 
1 aid to nurse or doctor 

elephone: 

tain result of tests, 
hedule tests or treatment 
range hospital admit tanc( 
spatch medical lnformati< 
hospital or insurance 
opanies. 


X 
X 

X 

8. 

1. 

>n 






r 
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IIENCES AND TRAINING NEEDED 


ON 
JOB 


"In" 

OASS 


ON-JOB EVALUATION 


INDIVIDUAL ~ 
RELATED INSTRUCTION" 


riONS AS TRAINING REQUIRES 










mdllns: 

snS| sorts 1 and distributes 
:omlng mall* 

ids outgoing mall through 
itage machine, 

chases additional postage 
needed. 

IONS AS TRAINING REQUIRES 


X 


X 
X 


• 


-46. • 


eplns Duties: 

alshtfiQS ualt^no rniwi 

alghtens doctors' desks. 

ts work area and arranges 
erlals conveniently. 

IONS AS TRAINING REQURIES 


X 

X 

X 


X 


• 
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SocUi ttuiiaa DivliiM 
Of flea •t Pmm»tftUm frojact for tlM Qifttd 

DutUa iBcluda caklnt dlctatlofi, trMscriblng, cypMlctng. dvptieattnti 
■••Mbiiiit, fltint, ordcrlns np^tlM •n4 ■•tKUt iKlBg Inacituca 

D» Ay« tt^ »»ti^i««te« fad '^y^tnlMi 

i« Taklag PUtKloa Tranter Utng 
2« TypaMTitint 

4. Aaa«i*tlnt 

ft, (Maring Supptiaa and HacarUla 
7. Aaaiatlat XnacitPta rarclelpwita 

Ualat (ka Talaptocia 
9« rubiic Ratacieaa 
tO« Of fua Pradticclan Taelyritviaa 
<. 

lUoai^ tetfalu 9uuflMA ^ fti tni Jflft 

i« Tahittft OUcattoo and TYaaKriblat. 

a. Uan ko taka dUtatlon rapidly s « 

k. Laam to Kraaacriba akorthand noKaa 

rapUty. m » 

«• Uam to oparaca 'and tranacrlba fraa 

kacardalt brl^feaaa tapa racordar * 
• Dmtap ablllcy to pradvca ateuraca ccpy 

aanalatancty * * 

9, Kady lha (Itaa far annplM of prayi^i 

aflneainndtnca and achat UMMripCa « 

2« Typcwriciat - . 

a'. Davalop accuracy at a rapid rata » « 
k. laavn to'«ia IBM laacnfeiva typawrltar 

akittcmty « * 

c. laam to typr attractl^laetara-- « — 

4. Uan to typa ctaaa tranacrlpta « 

a. Uan to typa tanty * 

f. Uan to prapara attractln catailatiana m n 

g. Uan to Mka auttlpU carbopa « « 
Um to corracc nnd typo Iroai raugk dtafta m « 

1, Uan CO proofread accurataly « « 

J. Uan to^ cbauga carbon ribkonc * * 

^AdapCaTtrooi a atdp-by-atap traUUg flm davalopad by Vrltaanan Ung at 
cha Onivartity of Xtiinoia in analyalng kia training a«pari«caa in tha 
poticibo daccribad« 
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3. DuplletclM _ 

• . Uarn to cut st«nclli prop^lj » 

b. Uarn to utt ttyll and Itttorlns r»Ld» * 

c. ImMxn to. ust CittilniT •Uli-»cro«« prociti 
duplicator- — ■ » 

d. Utrn to ttort ttaoclls properly « 
■. Uam to prop«rt Ditto Mtttri ^ . * 
f. Um to u»t Ditto •plrlt-proc««« duplUttor « 

4«. AftMMbllnA- ... 

t. .Utrn to wlftly ttsosbli p«p«r« Mmully » 

b. L«*m to UM tlecKric collitor 

c. Uara to utt tltctrlc jofttr 

d. LMm to uto ■BflUtl tttpl«v * 
t. Uom to ott tltctrlc ttaplor 

5. Pit tot 

t. Um to flit tlph*b«tle«lly » 
b. Uara to prtpart fll* foldtft « 

e. Utrn to rod* tod flit sttacllt 
d. Utm to codt vti flU ttp«i 

t. loeoM fi»llUr with cfflet fUtt 

f . iMta to rttrltvt atttrUlt fro* o.Ilct 
filtt Quickly 

t. form th« btbit of ntklcit katplnf m wtrt 

copy of tv«rythli»» prtparod « 

h. Att«^>t CO dltcevtr ways to iMgxm offlct 
fllUit tyttM 

6. Ordorlat SuppUti tod Hitorult 

t. Bmom ftallUr with wPPlUt u»od In offUt 

b. Obtorvo fitcd for rtplvnlthlat tupplltt 

c. Uoni to prtptrt tupplltt rtqultltloot 

d. Loom t9 ttort rjpplltt correctly 
«• Uam to ordtr book* 

t. Loan to ordtr illao 

7. Astltt tat last itutt PtrtlclpMict 

t. Uom to tchtdclt tppotat^tt 

b. loco— faailiar with location of varloua caaput 

t. ui^Tto dlract peoplt to proper locttioot on ca^t 
d. Uam to tlvt tttittaneo In library utat« 
«. Uan to tattmct partidpwwt ta eorrtct fo«t for 
■acaffUlt baint prtptrad 



Vatm* cha^To l ap h i ff ^ • _ - — 

.ruarm to^nwUr tho ttlaphoaa courtaoualy 

b. Lmm to caka tnd rtcerd Mtaagaa 

c. l^rn propar ttcholqut for «aklajl«taf«al 
tod atfainal ctllt f roai ca^pua pboott 

d. Uam to utt itAff dlrtetory 

o. Uam proper prectdurt for II.A.T.S. callt 
t VMm to Mcurt infor-atlan wU the ttlepheoo 
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9. rublU RtUtiont 

all ' ^ 

b. Uarn to coop«rat8 with «avk«rt Ui och«r 
•fflets 

c. Um CO funith raqutttwi tafwMtlMi • - 

d. Uam CO Mpplx i«Md«4 MtarUlt 

10, Off lea Praducclon Tsehntqutt 

• • Lmm to tumdU aacarttU afftelfficly « 

e. Uaro to work un4«r prtttura «f cin« 
dMdllnas without b«eaalns dticurb«d « 

d, Uaro to porfoni « vorUty of offlet totko 

In 0 orlfc, ytc unhurcltd, mnor 
0, roro tho hoblc of vtrlfyln( tho oeeuroey 

o il work productd , 

Spoclfie RofcTOocats 

1. lttlsn«r, Chariot C. foiUjli XflL JlUi&Ma UU. 2nd IdUion, 1. H. Kow. 
ccopony, 1991 • 

3. Xbfi gfgrttart'l iUadJ^. 7eh edition HocolUon Co^Mny, m9. 

Frojoct: rroiMrotlon of on off leo mmaX for o boslnolns oi^loreA. 

Coroor Objoetlvo Kofor^eot md AetUltioo: 

1. ZodAXli glCTttart— rogulor r«.7adlnt of Mch loouo, 

Z, gyiVptll Hlftk or Hawwk or Ch*n«tn» I|tQu..rogular ?Mdlng of 

Mloeted ortleUt on buiinoM condlclont and dovtlopMonto In offleo 

proeoduroi and to<hnolocr, 
3, Atttnd local profaialonal attocUtlon MoatUiga, 

*• Znvaatlgata poitlblllty of furthat formal and inforval adueation In cho 
•vocutlvt tacrtcatUl flald. « 
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OJILINE FDR leATED INSTiiCriON 
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SUOQESTED OUILINE FOR 
RELATED INSTEttJCTICN COURSE 



Introduction to cooperative vocational education 

A. Purpose of the course 

B. Collie work schedules 

1. Time released from school 

2. Work hours 

3. Ifoliday and vacation schedules 

C. Coll^^ credit and grading 

D. Rates of pay 

E. Work permits 

F. Payroll deductions 

1. Unemployment insurance 

2. Social security 

G. Workmen's compensation insurance 

H. Accident insurance 
Job application 

A. Preparation fo:* interview with prospective employer 

1. The application form 

2. The letter of application 

3. The personal data sheet 

B. The interview 

1. Appearance 

a. Dress 

b. Grooming 

2. Approach and attitude 

3. Presentation of personal data sheei to prospective employer 

4. Responses to employers* questions 

5. Information to obtain from employer concerning job 

A. Choice of an occupation 

1. Duties and responsibilities involved in various professions, 
trades, businesses, etc. 

2. Qualifications and education necessary for. various , 
occupations- 

B. Local opportunities in various occupations 

C. Opportunities for employment for the student v/hile still 
in school 

Human relations 

A. With. persons on the job 

1. Employer 

2. Immediate supervisor 

3. Fellow employees 

B. With customers or any individuals with whom student comes 
in contact as part of the job. 
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V. Conduct on the job 

A. Promptness 

B. Ability to follow directions 



c. 


Iiiitiative 


D. 


Responsibility 


E. 


"Housekeeping'* 


F. 


Efficiency 


G. 


Attitude toward work 


Appearance on the job 


A. 


Dress 




1 . Appropriateness 




2. Safety 


B. 


Grooming 


C. 


Personal hygiene 




1. Cleanliness 




2. Health 


Personality development 


A. 


Definition of personality 


B. 


Emotional maturity 


C. 


Self- confidence 


D. 


Self- appraisal 


E. 


Adjustment to the job 


F. 


Voice 




1. Diction 




2. Vocabulary 



3. Grammar 
VIII. Personal finances 

A. The value and use of money 

B. Budgets 

C. Savings accounts 

D. Income tax 

E. Arithmetic review 
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APPENDIX F 
EVAUlATm FORMS 
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VOC-TEeHEWieATION^- 
• LEEWARD COMMUNITY COLLEGE 

TRAINEE RATING SHEET 



Employer 



."5! ShJ^S? ^ carefully. Above each description place a check mark over the phrase 

Ir I^r^^JS TJ ^""^^t^ly- think the Individual Is ha 11- way be w^^^^^ 

Jl Tnf rLnL^! n'^^ '^nrVJ^?" '^^•y ^^^^tional counts you wish to make wi bS 

ul. Information will be.utllized by the coordinator for the guidance of the student" 



ITY 

e depended onj 
constant ' 
ion. 



^ust be reminded 
of duties; must be 
carefully super- 
vised. 



Satisfactorily per- 
forms all assigned 
duties; requires 
average supervision. 



is a good depenc 
able worker; re- 
quires little 
supervision. 



IS complete ly~reir 
able and able to 
carry on without 
supervision. 



APPEARANCE 

slovenly Often neglects to 
mpt. take care of his 
personal appear- 
Mce. 



Has an acceptable 
appearance; could 
make some improve- 
ment. 



Usually is very 
careful of his 
appearance. 



Iways presents an appropriate 
well-groomed appearance. 



ITY 

poor impres- 
others; Is 
erate. 



inclined to be in- 
different. 



Is polite and 
friendly when 
approached by 
others. 



Practices courtesy 
in dealing with 
others; is always 
cheerful . 



Makes a favorable impression 
on all he contacts. 



isives no trouble; 
cooperates when 
asked but does not 
volunteer. ' 



Always very cooperative; 
has the Knack of helping 
others. 
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TRAINEE RATIflG SHEET, (continued), 



miTODE TOWARD ypRK ' ' ..... -.. / . ■ , ' , ; 

seems to resent the is willing to work Seems to enjoy his Shows Interest In Takes a keen Interest 

work; has no desire but shows no Interest- work; but Is willing his work and has a ■ In the work and often ' 

to. learn. or enthusiasm In his ■ to "stand still" and desire to learn. \ takes the Initiative' 

Job. not advance. ' '. .to' learn. 

Coments: 



JOBSKIllS . 

!j2s a definUii Has a limited Has an acceptSBls Has an above aver- Possesses all oTlEe" 

lack of skills and knowledge; Is lack- knowledge of routine age grasp of the essential skills and 

knowledge. Ing in some essen- and skills. essential skills, knowledge. 



Coimients: 



tials. 



WORK HABITS ' , .. 

.Has to be told several Has poor work , ooes w he is told Does more than is Uorks rapidly and — 

J times before doing habits and is at but sees no more to required and works efficiently and 

"i^^^' . time neglectful, do. efficiently. ■ resourceful and finds 



'Conents: 



extra things to do. 



pEfPi^CE PONCTD ALITY ' ■, 

RpanZ TrreguTar KeguTar ■ irregular 

• U O D O 

^^oi^ng^ts; . ■ Comments: 



OVERALL RATING 

^ ' Marginal Average T.-tW Excellent 
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Signed , ' 

(Employer-Trainer) 



Date 
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EMPLOYER'S RATING OF WORK PERFORMANCF 
Cooperative Vocational Education Program 



Student's Name 
Employer 

Company 



Office 

Date 

From 



to 



Your constructive criticism enables us to provide better instructional training. 
Please evaluate the following traits of the above-named student by circling: 
(0) unsatisfactory; (1) poor; (2) good; or (3) excellent 



Personal traits 
Grooming 

Suitability of dress 
Personal hygiene 
Deportment 
Speech ' 

Interest in work 

Cooperation 

Initiative 

Adaptability 

Ambition 

Tact 

Ability to 

Uhderstand 
instructions 
Follow directions 
Attend to details 
Keep on the job 
Take criticism 



Skill in 

0 12 3 Typing 0 12 3 

0 12 3 Shorthand 0 12 3 

0 12 3 Transcription 0 12 3 

0 12 3 Filing 0 12 3 

0 12 3 Grammar 0 12 3 

0 1.23 Mathematics 0123 

0 12 3 Spelling 0 12 3 

0 12 3 Puhctuation and 0 1 2 3 
0 12 3 capitalization 

0 12 3 Proofreading 0 12 3 

0 12 3 Office machines 0 12 3 

Business techniques 

0 12 3 Meeting people 0 12 3 

Use of telephone 0 12 3 

0 12 3 Use of sources 0 12 3 
0 12 3 of infoimation 

0 12 3 Use of supplies 0 12 3 

0 12 3 Office house- 0 12 3 

keeping 



General rating of student (please circle one): 0 1 2 3 

Please list any points that should be enqjhasized in the student's training: 

1. 



2. 
3. 



Do you wish the student ..o see this report? Yes_ 



No 
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(Employer's signature) 
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HAWAII COMMUNITY COLLEGE 



1175 MANONO STREET 
HILOi HAWAII 96720 



EMPLOYER'S EVALUATION OF COOPERATIVE STUDENT 

Information, as checked in the spaces below, will asslst'the Institute In its appraisal of the cooperative work of 

Course 



(Nam«) 

for the work period indicated . 

Employer 

INSTRUCTIONS: The irMnediate supervisor will evaluate the student 
academic level, with other personnel assigned the same or similarly 



objectively, comparing him with other students of comparable 



RELATIONS WITH OTHERS 

□ Exceptionally well accepted 

□ Works well with others 
n Gets along satisfactorily 

□ Has some difficulty working 
with others 

□ Works very poorly with others 


ATTITUDE—APPLICATION 
TO WORK 

□ Outstanding in enthusiasm 

□ Very interested and industrious 

□ Average in diligence and interest 

□ Somewhat indifferent 

□ Definitely not interested 


JUDGMENT 

□ Exceptionally mature 

□ Above average in making 
decisions 


DEPENDABILITY 

□ Completely dependable 

□ Above JArerage in dependab'Siy 


□ Usually makes the right decision 


□ Usually dependable 


n Often uses poor Judgment 


□ Sometimes negtectfui jcfelej«i 


C Consistently uses poor judgment 


□ Unreliable 


ABILITY TO LEARN 
n Learns very quickly 
[ ^ teams readily 
i Avtrage In l«ammg 

□ Rathar stow to learn 

□ Vory slowto learn 


QUALITY OF WpRK 

□ Excellent 

□ Very good 

□ Average 

□ Below average 

□ Vory poo 



ATTENDANCE: □ Regular □ irregular PUNCTUALITY: □ Regular □ Ir.. valar 



OVER-ALL PERFORMANCE: 



Outstanding Very Good Average Marginal Unsatisfactory 



WhatOflits may help or nder the student's advancement? 



Additional Remark*^ (over if riocessary): 



This report hs' i len discussed with student? Yes No 
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OOOPBBATIVB VDCATION&L KOUCATZON PIOGRAli 
HAWAII CCMiDMITY GOLUGB 

PROGRAM EVALUATION BY CVBP STUD8NT 



l*«r CVEP 8tad«nt: 

lov that joux college education Is almost finished » I would appreciate your 
lyplos the anvere to the following questions to assist in an evaluatipn of 
Kir on-going program. 

CVEP Teacher* Coordinator 

» • . . 

Last HsM First mddle 

• Cooperatlttg firm/employer: 



. List the specific duties which you performed at work. Place en a9terisk<*) 
before those in which you excelled. Underscore those NOT lenT^xuii in school 
Bncirde those for which you feel you should have receivcJ a^lditiooal school 

• training before you started your job: 



• List areas in which our school instruction should be upda^red: 

f'. " ■ • ' 

• Be foo €m1 yoa woald havt bc«n (ftfx qualified for your Jc*> if certain 
•ttbjaeta bad baan offarad to you aarlifr In your achcol curriculum? 

Yaa Mo If ao, plaasa apedfy: 



i. Wzm tte atttdpoint of VOCAXIOHAL PREPARATION, do you think tha;^ oa-tha-job 
eraiaios aaa oore bfneflcial to you than attending additional claaaea would 
bav« baanf Taa No . Why? 
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?• Do you feel you had adequate Job orient a *:iorA prior to starting your supervised 
work experience? Yes No . If vnt, [?» lease make suggestioas: 



8. Do you think that your c6operating fljrio took advantage of you as a student- 
trainee? Yes No ' ; If so^ explain: 



9. Do you feel your firm supervisor was conscientious in his effort to supplement 
your school training? Yea No Elaborate: 



10. Do you believe that you have improved in your ability to work with people? 
Yes No • Comment: 



11. Did any problems arise at your work station which might have been prevented 
by previous school instruction? Yes No . If so, give details: 



12. Did your work experience enrich your knowledge of business? Yes No 

Please Explain: 



13. Did your part-time employment develop your confidence in your ability? 
Yes No • Comment: 



14. Would you reccomend participation in the CVEP Program to underclassman? 
Yes No . Why? 



15. Hat your cooperating employer offered you full-time employment upon graduation? 
Mo If so, are you accepting it? Yes No What will 

bt your starting salary? $ 

O ..... 
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L6« If he has not offered you a position, please comment: 



n. If you are not accepting his offered position, please conunent: 



tS. If you are not continuing to work in this firm, what are your immediate plans? 



19. Did your cooperative job help you to decide which phase of work you prefer 
for your career? Yes Ko • Explain: 



10. Did you think your participation in school activities was adequate while 
you were working? Yes No . Comment: 



1. Can you sugtest improvements for a more effective dovetailing of work ex- 
perience and the Job-related course? Yes No . Give details: 



In an effort to help us improve the CVEP Program for future students, please 
feel free to make suggestions. (If additional space is needed, use the 
reverse side.) 



D/iTE: SIGNATURE: 
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HAWAII COMMUNITY COLLEGE 
UNIVERSITY OF HAWAII AT HILO 



Cooperative Education 



WORK REPORT: DUE AT THE END OF THE SEMESTER 



Other than a lob description, information as the following might be considered. 



1. An observation as to how your participation in your Job fined into the over- 
all activities of the department or organization. 

. 2. General impressions of the employer which • have registered with you. 

3. As a result of your experience, have your career objectives been affected 
in any way? 

4. Do you feel that you have gained in human relations values and in coopera- 
ting with others to attain mutual objectives? 

5. Have you gained a realistic view of the work-a-day world and what it is to 
hold dowii a job? 

6. Did your work experience make clearer any material which you have 
studied in college? 

1. Did you gain any self-confidence in seeking and successfully carrying out 
a job? 

8. Were you able to gain any insight into the methods and problems of mana- 
gement? 

^. Were you able to benefit by association with older and more mature indivi- 
duals while working? 

10. Other comments or recommendations. 



TERM PAPER DUE BY 



Tom T« Yamanr, CoordliMtor 
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APPENDIX 6 
CERTIFICATE OF APPRECIATION 
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Ammm olm^Mn /oriervfc« M \oUmm COMMmiY COLLEGE, 
mVEMn Of HAWAII, m hmby prwwl tha certifmtt 



Dated on Has. 
d 



fmost 



J9.. 



AssocktDm, YocMimlUiMiiKation 
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APPEND I X H 
GRADUATE FOLLJ0W~UP FORMS 



1 
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Dear 



Our college is conducting a follow-up study of cooperative vocational 

IhilTlZ f^P; graduates. We are interested in obtaining infonnation 

ntSpi «;Jn^?? ^""^ ^yP^s °^ j°bs you have held, 

other schools and colleges you may have attended, how the cooperative 

cSSrS^in|?^5S^°" program has helped you. and how you feel the program 

Will you assist us by filling out and returning the enclosed questionnaire? 
•me greater the number of responses, the greater the value of this 
survey. Your name will not be used in connection with your answers. 
The information furnished by you and other graduates of the program will 
be used for statistical purposes only. However, if there are any 
questions which you do not wish to answer, just omit them. 

^f®"" questions very quickly by means of a check 

Zl^rSr^t 5r "°wever if you have further comments or suggestions 

regarding the program, we would be glad to have you write them on the 
back of the questionnaiie. 

An iinnediate reply would be greatly appreciated. 

Thank you. 

Sincerely. 



Enc. 
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G»operaUve VocalionAl Education 
Graduate Follow-Up Questionnaire 

ill «imw«:r to any qutaition, please feel free to give additional information on the iiattk of the que»tioiinairr. 

Name Female Mul« 

If Mrs., give iiiaitlen name__ 



Y vM prad ua ted : 

What are you now duin^? (Gieck one or more) 

1. Working for pay, full-time 7. In armed fonre* 

2. Working for pay, part-time 8. Not working but looking for a job 

3. In school, full-time 9. Not working and not looking fur a 

4 In school, part-time job 

5. In bustnesb for self 10. .Other.... 

6 Housewife 

Please describe thrt^r jobs you have held since leaving )K:bool. List the latest one held first: 

Firm . Months employed 

Kind or type of employment 

Title/major duties 

Firm ^Moiiths employed 

Kind or ty pe of employment 

lie/ major duties 



Firm : ; Months employed 

Kind or type of employment 

Titlc/niajor duties 



82 
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APPENDIX I 
OTHER RELATED FORMS 
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art 



Fifit Haf- 



Pliont Num'Mf 



Addrtu 

' )Veterin 
( )NoD-veteTan 
( ) Exempt 
Draft Gassification: 



Ciiy 



kclol $«cgrily No. 



Marital Status: 
( ) Married 
( )Sinjle 



Datt of BIrili 



Sex; 



)Male 
) Female 



Dat( ol ApplicotloD 

U.S.Cili2eB: 
( )Ye8 
( )No 




Transportation: 
Auto; ( )Yes 
( )No 



liriver'slic; 



Yes 
Nr 



Pretemd Work Area: 
( )Hao 
; )Honokaa 
: !Rohala 

( )lm 

( ) Other 



High School Grad.?. 
Year 



CoUetie Maj4; 

Best Subjects: 

PAST WORK EXIf.RIENCE; 



-Currently enrolled in units during FalK ) Spring! ) Summer ( ) semester, 

Special Skill- 



Cum().:iy j 


Address 


Employment 


Ukeir 
\es No 


Duties 










1 


















— -I'- 















SENT FOR INTERV(?:W; 



11 

Dat? Company Address ' Type Work 


Co-op Ed 
Yes No 


Supenisor ! 


1 

Duties 


Em 
Yes 


'■ i 




f 

i 

1 

, 1 








■■■ ^ ' ^ 




1 






i 










j 1 




"~i = ^ — 


I 


i 






1 

ll 




! 
i 


i 






j 


1 — 
1 


1 

1 

( 

I 
I 








8^^ 


c ; 










CommeDts: See rem 
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COCi'ERATIVE VOCATIONAL EDUCATION ROSTER 

Hawaii Community College 



SEMESTER 



rnonc No. 


Coop 
Number 


NAME 


Station 


Supervisor 


1 










2 






U-.. , 




3 










4 






— , 




S 










6 










7 










8 











9 











10 






























1 

!3 








14 1 


















\6 










j 











19 



7 ' 



1 



2i 
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TIME SHEET 



^ 



Studant's Naoc 



Coopany Haae 



KJHTH CUV^SXD. 



HOIIKS WOBKSD 



TOTAL HOURS WOBKED. 



DAT 

16 
17 
18 
19 
20 
21 
22 
23 
24 
25 
26 
27 
28 
29 
30 
31 



TV fV. 



■...LL.Af<!;jCl iU'j M. r!j;C 
JUNIOR CGLLE'.tS 



HOURS WORKED 



M above hours an a true and accurate accounting of the time I worked. 



udent's Signature 



Date 



Verified by. 



ERIC 



Thli for. 1. due 5 day. after the .ad of the month. Supervisor's Signature 
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